
We will be discussing Missing Proofs in this section of the webinar.  I will only be 
showing how the Missing Proofs work in MOWINS.  If you have any policy questions 
after todays webinar please contact your local TA member for assistance. 
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The first thing we will look at is what to do when a participant is missing a proof.  You 
have two options:  Option 1 is to Reschedule the appointment being sure participant 
knows to bring proof with them at the next appointment.  Or Option 2, which we will 
show in the webinar, to fill out the certification but do NOT complete the signing of 
the Rights and Responsibilities and do NOT issue benefits. 
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We will start by looking at what to do when participant does not have any proof.  The 
first thing you will do is start a certification through the Certification Guided Script. 
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When entering the Demographics, if the participant is missing an ID Proof or a 
Residency Proof there is now a selection for NO Proof/Incomplete.  This is the option 
you will select if a proof is missing. Also, if the Income Proof is missing you can select 
the No Proof/Incomplete as a proof in the Proof of Income Pull down.  
 

4 



You will want to have whoever enters the demographics, be sure to enter an Alert to 
notify everyone else that there are missing Proofs and do not issue benefits.  Go to 
Alerts in the CGS and select add, enter an Alert stating the participant did not have all 
proofs today, and to NOT complete Rights and Responsibilities and to NOT print 
checks.  This is very important to make an alert in MOWINS after entering NO 
Proof/Incomplete automatically created alerts do not happen until end of day. 
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You will fill out the rest of the Certification Guided Script.  But you do NOT select to 
issue benefits & you do NOT select the Stop Sign.  Once you have filled out the Cert 
you will select the Green door to close the cert.  This will hold the information you 
entered and allow you to complete it when the participant brings in the Proofs within 
the allowed time frame.  Then you can complete the cert and issue benefits, but not 
until the proofs are entered.   
 
Before we move on are there any questions you may have? 
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Any questions so far? 
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Now we will look at what to do when the participant returns with their proofs within 
the 30 days.  The first thing to do is to open the Certification Guided Script.  As you 
can see it is still there and all we need to do is update the proofs. 
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You will need to go back into demographics and select an ID proof and/or a Residency 
proof from the pull down menu and then hit ok. If they were missing an income 
proof, you will need to go back into the Income Calculator and add the income and 
the proof.   
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Once you have entered the proofs you can select the stop sign and have the 
Participant sign for the Rights and Responsibilities.   
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You can now issue the participant the checks.  Once the checks are issued, you can 
remove any alerts you have entered about the missing proofs. 
 
Any questions so far?  
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The other situation that may happen is you started a certification for a participant 
who did not have proofs and comes back after the 30 days.  What do you do? 
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Since the participant did NOT come back within the 30 days you will need to open the 
Participant Folder, select the Certification menu and then select the Remove 
Incomplete Certification to remove the old cert. 
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And now you will need to start a new certification for the participant. 
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During the end of day procedures MOWINS will generate an alert for Missing Proofs 
IF the No Proof/Incomplete option was selected for a proof.   When this happens this 
is the Alert that will be generated.   
If benefits were issued then the Alert will read NO PROOF/INCOMPLETE DO NOT 
ISSUE FURTHER BENEFITS UNTIL PROOFS ARE PROVIDED.    
 
There is a report in Crystal Reports, Local Agency, Administrative Management which 
indicates staff have selected No Proof/Incomplete AND have completed the 
certification (hit the stop sign), and also indicates if staff have selected No 
proof/Incomplete, completed the Certification AND Issued Benefits.  
  
 

15 



Any Questions? 
 
Thank you! 
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